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CITY OF RIVERSIDE
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HUMAN RESOURCES DEPARTMENT Created 

CLASSIFICATION SPECIFICATION

TITLE: INTERGOVERNMENTAL RELATIONS OFFICER (NON-CLASSIFIED)

DEFINITION 

Under general direction, to plan, coordinate and perform the activities and operations of the Intergovernmental

Relations prog ram  as de fined  by the  Mayo r and  City Council consistent with the City Charter; to coordinate assigned

activities with other departments, divisions, outside agencies and the gene ral public.  This is an “at-will” classification

as defined by the City Municipal Code.

DISTINGUISHING CHARACTERISTICS

This  classification is exempt from the classified service.  The incumbent shall be appointed “at-will” and serve at the

pleasure of the City Manager.

REPORTS TO: City Manager.

SUPERVISION RECEIVED AND EXERCISED 

Receives general direction from the City Manager.  May exercise functional and technical supervision over interns and

adm inistra tive su pport staf f ass igned  to the  Mayo r and  City Council.

EXAMPLES OF DUTIES  

Typical duties may include, but are not limited to, the following:

• Plan, coordinate and perform the activities and operations of the Intergovernmental Relations program; provide

elected officials (and management staff) with timely information, analyses, technical assistance and

recommendations regarding various policy and legislative issues and related intergovernmental activities.

• Coord inate Intergovernmental Relations program services and activit ies w ith tho se of  the C ity Man ager’s Office

and other elected officials.

• Develop and im plem ent th e Inte rgov ernm enta l Rela tions  prog ram ; inform M ayor and  City Council of major

intergovernmental policy and legislative issues affecting the City; initiate appropriate responses to proposed or

pending intergove rnm ental policies  or legislation a ffecting the  City at city, county, sp ecial district, reg ional, state

and federal levels.

• Research pertinent policies and legislative inform ation , facilita te contac ts and rela tions hips  with e lecte d off icials

in other cities, counties, special districts, regional, state and federal governments and agencies; draft letters of

position for the City; and arrange for visits with other elected officials.

• Assist in ensuring that legislative strategies and policy initiatives are carried out by contracted legislative advocates

and direct priorities.

• Enlist and encourage City Council members to take an active advocacy role in matters of intere st to th e City,

including to research pertinent inform ation, write  speeches, arrange for testimony, make personal contacts and

to draft letters of position for Council, arrange for Council memb ers visits to district offices of the city, county,

special district, regional, state and federal legislators.

• Attend and participate in professional and c om mu nity gro up m eetings on  beha lf of the Ma yor an d City C ouncil;

stay abreast of local issues and new trends in the field of intergovernmental relations.



Intergovernmental Relations Officer (Non-Classified)
Page  2 of 2

• Perform  related du ties and re spons ibilities on beha lf of the Ma yor and C ity Cou ncil  consistent with the City Charter.

QUALIFICATIONS

Know ledge of:  

• Local, regional, state and federal government organization.

• Principles and practices of public administration.

• Operational characteristics, services and activities of an Intergovernmental Relations program.

• Pertinent local, regional, state and federal laws, rules and policies regarding local government operations.

• Research methods and techniques and report presentation.

• Personal computer operation and applications including word processing, data-base and spread sheets.

Ability to:  

• Perform the operations, services and activities of an Intergovernmental Relations program.

• Coordinate a variety of activities with the City Manager and with outside governmental agencies.

• Analyze and interpret local, regional, state and federal legislation and prepare recommendations.

• Establish and maintain effective and cooperative working relationships with those contacted in the course of work

including a variety of City and other government officials, community groups and the general public.

• Analyze situations carefully and adopt effective courses of action.

• Comm unicate clearly and concisely, both orally and in writing.

• Operate a personal computer and applicable software programs.

Education and Experience: 

Any combination of experience and education that wo uld likely pro vide th e req uired  kno wledge an d abilitie s is

qualifying.  A typica l way to obtain th e know ledge an d abilities wou ld be:  

Education: The equivalen t to a Bache lor’s  Degree from  an accredited college or university.  Up to two years

of additional experience may be subs tituted for two years of the required education on a year-for-

year basis.

Experience: A range of 3 - 5 years of professional experience including the analysis of legislation and

participation in a variety of business and/or community oriented special projects and activities.

A Master’s Degree may be substituted for one year of the required experience.

MEDICAL CATEGORY:    Group 1

NECESSARY SPECIAL REQUIREMENT

Possession of an appropriate, valid class “C” California Motor Vehicle Operator’s License.

CAREER ADVANCEMENT OPPORT UNITIES

FROM: Intergovernmental Relations Officer (Non-Classified)

TO:


